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Michael J. Malanick 

Acting Deputy Director for Administration 


DDA 77-3824 
5 July 1977 


STATINTL 


Deputy Director of 
Central Intelligence 


Believe this answers the ques- 
tions that have been raised about 
the history, volume and current sta- 
tus of vacancy notices. If you 
need more information, let us know. 


JL'/sPV.i'i.. 

Michael J. Malanick 
Acting Deputy Director 
for Administration 


Attachment 


ApDA/MJMalanick : lm (5 July 1977) 
Distribution: 

OrigRS - DDCI w/Orig Att. 
•J)RS - DDA Subject w/cy att 
1 RS - DDA Chrono 
1 RS - MJM Chrono 


Attachment: DDA 77-3824, Memo for 
DDA from D/OP, dated 1 July 1977, 
Subject: Agency-wide Vacancy Notice 
System. 
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MEMORANDUM FOR: Deputy Director for Administration 

FROM : F. W. M. Janney 

Director of Personnel 

SUBJECT : Agency-wide Vacancy Notice System (U) 


1. (U) This memorandum is for information only and con- 
tains no recommendations. 

2. (U/AIUO) The current Agency-wide vacancy notice 
system was initiated in 1973 as an adaptation of systems then 
in use in the Directorates (Attachment A). It was designed 
as a voluntary system to promote optimum use of existing 
manpower resources and to make information about assignment 
opportunities available to as many employees as possible. 

This system was meant to complement the Career Service person- 
nel development system the Agency’s assignment 

policy as published in HR (Attachment B) cover the STATINTL 

primary facets of an assignment system: the needs of the 
Agency, the needs and career aspirations of the employee, and 
developmental opportunities. Components say, at their dis- 
cretion, advertise within the component only, within the 
Directorate only, or Agency-wide, or all three in that order. 
(Twenty- five of thirty-eight components responding to our 1976 
survey indicated they advertise vacancies within prior to 
going Agency-wide.) 

3. (U/AIUO) Once the managerial decision is made that 
a vacancy should be advertised Agency-wide, components pre- 
pare clerical notices in final form and forward them to OP/CSB 
for duplication and dissemination. Components prepare drafts 
of professional and technical notices and forward them to 
OP/PPB where they are reviewed for accuracy of factual data, 
clarified if necessary, typed in final form, and disseminated. 

We also do a limited review of qualifications to insure that 
they are as much in line with the description and grade as can 
be determined without attempting to match item for item against 
an official job description. Normally, there is a two-week 
deadline for application (determined by the component) , however, 
many deadlines are extended and some are published with ’’open” 
deadlines (ten in 1975, 14 in 1976, and 3 so far in 1977). 


Approved For Release 2002/01/1 

INTERNAL 


P8IMHW9A00050003001 1 -6 

use m Y 




Approved For Release 2002/01/1 




000500030011-6 


1STERMAI USE ONLY 


was locatic7« U nLdq^r«Js 0 ^ofelslon^ *«nch (PPB) 

ss ray: sHr S'^FF 
sr-isss* r‘ -Sifivs it ;:.res' 

tour to fifteen calendar clays to get a notice n,t fff.! i. 5 
the day it was hand * car rift/i *> K nn x 5* Cthat is, from 

its return copy which iidi2-tS/Jf?* U 5f 1 l J? e ? ay PPB reived 
With two-week deadlines *hL ?^ at distribution had been made), 
after the expiration Sates "T! ******* in offices 

a 24 -hour turnaround st™?™ ut 5° ncl “ dad J&*t PPB could manage 
Clerical Staffi^ra^J if® 5 y Xar ° xin S the notices as the 
system? 1 Thf ptSfettSnsl th V inception of the 
one day, reviewed typed dunlir«tei Cal notices now are received 
day* Thi<s t i $ 4 4 L 9 nnd Mailed out the next 

V!:?;, the lnf °r atl ?" »•!£ 

the notice may be delayed for » JlL S ?« h caaes publication of 
response tine of thl XSLjfL f days * pending on the 

filing points in n UB b.rs S ranging r ?™ o« ?o“hi«J? d t0 73 


in a June C 1976 survey CAt«lhMn?O ol P ??I* S °5 38 

are either posted in a central th ? sy ? tan - the notice, 

circulated to each enollvee L S ^i;?? ’ ;} rcul i ted to sections, 
summary, is contained in Attachrae?i- C ? ■binjtion o f all three. (A 
going, each component was J?oS?3Sl Sih In addition to the fore- 

s it&ffis Si? 5?r 

iSlSLri^ Fr ¥ ^ &' £ 1 hd f W^ e the 

a ke :s n Jh hei j siisr.^ I ^ 5 “ - 

at the time of typing is ai«£ * ? f the notices current 

bulletin boards in AwnL h„fn! 1 d *°" seven official 
determine if they wifh to re 4 l«w Il fL t0 J dlow , eaJployees to 

ss«“sa asi^SSJ^? P - nt 

K:rn^??^? on L b :^:r^ «i?,t in ?he d Sb on of 

nents in keeping their books un?« and the compo- 

an<i -Si rn^'o} 1 '* 1 "* 


from GS - 0 4 o * GS - 1 6 ^and S in c 1 fi^? f ^ the po,itions advertised range 

when fewer notices ware published «^S..|g^“Stt2hSwt 9 E) 
Approved For Release 2002/01/1 0 : CIA-RDP^£y)iO^K»g|iQ^EW|®01 1 -6 

- 2 - INFERNAL IISF mv 


Approved For Release 2002/01/HHM ins 

INTERNAL USE ONLY 


3A000500030011-6 


7. (U/AIUO) By the save token, the number of employees 
applying has increased a great deal over the years -- from 
approximately 225 in 1973, to 1437 in 1976 (a 6401 increase). 

The total number of jobs filled has increased correspondingly 
as has the total of positions filled from outside the adver- 
tising component as shown in the summaries in Attachment E. 

In 1975, almost five times as many positions were filled from 
outside than inside, and in 1976, three times as many. 
(Attachment F) Unfortunately , the fact that a component 
selects an employee from their own ranks through the vacancy 
notice system, as legitimate as it might be, is perceived by 
employees as evidence of "pre-selection. M In at least one 
instance, PPB officers reviewed the files of the applicants for 
a position when an employee within the component was selected 
and found that the selectee was indeed better qualified than 
the others. Because of the volume involved, it would be humanly 
impossible for such a review to be conducted in every case. 

8. (U/AIUO) Recognizing that the system needed to be re- 
viewed and updated if necessary, such a review has been an 
established MBO objective for PPB for FT- 1977. Based on our 
1976 survey, the analysis of last year’s results, and other 
factors, it is our preliminary conclusion that whatever flaws 
exist lie not with the vacancy notice system itself but with 
the managers who implement it. There are occasions when super- 
visors either do not circulate a notice, delay it, or make it 
difficult for the selected employee to be released for the new 
assignment. 

9. (U/AIUO) With reference to the criticism of lack of 
timeliness of the vacancy notices, the delay in circulation can 
partly be attributed, perhaps, to the distance of outlying 
buildings from the central mail system, and the need then to 
get the document into the particular building’s internal mail 
system. As indicated in Attachment D, at least 14 components 
try to alleviate that problem by posting the notice in a 
central location (of which three also circulate directly to 
employees). Barring technical difficulties, our 24-hour turn- 
around requirement insures the departure of the notice from 
the two branches as fast as possible. 

10. (U/AIUO) With regard to the criticism of lack of 
circulation, there are at least two possible solutions to that 
problem which you might wish to consider and/or suggest to the 
DDCX: 


a. Assign a high priority in OL/P8PD to the 
printing of vacancy notices and have copies made for 
each employee, or one for each six. (While this idea 
could be seen to have some merit, it would not be 
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cost-effective because sore than half the notices 
are clerical and apply only to approximately 281 of 

tut !°i?J A I®*u y P^lation. When you consider that 
about 471 of the clerical notices are for positions 
GS-06 and below, the percentage of applicability 
would bo even lower*) 


b. The DDCI could express his deep concern for 
tnis system to the Deputy Directors and insist that 
they insure the circulation of notices within their 
Directorates. 


t 11 * (U/AIUG) As an additional assistance to employees in 
their efforts to locate reassignments, we have refined our 

g / r °« edur f s aad d «veloped the publication -Employees 
tf £ or Reassignment- (E.A.R.) to advertise the skills 
SLl? who already possess, or are on their way toward pos- 
sessing, professional or technical skills. As you are aware, 

off?r» U H ii S atl ° J1 J i J distri *> uted quarterly to Deputy Directors, 
Office Heads, and Personnel Officers in the Directorate offices 
and components. We have published four issues since June 1976, 

foS o™ Jh* T ?fJ n ?VL adS P f T lssue , and have successfully placed 
tour o* the total fifty employees advertising. While sugges- 

laV ® , CC ? ®? de that E.A.R. should be available to all 
employees. Including clericals who wish to move into other 

nn? 4 ^ a L??i it i° nS t , « 5 ? e . r f? ort on the re£ ults of the vacancy 
notice system for 1976 indicates that the vacancy notice system 
is meeting that need quite succe^s'fttljlgr^ JJ. 


F. W. M. Janney 


Distribution: 

Orig DDA 

1 - D/Pers 
1 - DD/Pers/R§P 
1 - PPB Chrono 
1 - C/PPB Sta^rback 


OP/SPD/PPB 



(30 Jun 77) 
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AGENCY VACANCY NOTICE SYSTEM 


. .cl. This notice announces the implementation of an Agency-wide 
vacancy notice system. : * . . .. 

u ' : -~ 2. Announcement of existing or anticipated vacancies throughout 
the Agency is intended to promote optimum use of existing manpower 
resources and to make information about assignment opportunities 
available to as many employees as possible. 

3. Effective planning for personnel development will often re- 
sult in the selection of specific assignments for personnel to provide 
growth opportunities, desirable experience, etc. Many positions, 
however, can be filled by personnel from other offices and directorates 
as well as from the component with the vacancy. In such cases, vacancy 
notices will be issued to stimulate applications from which the best 
selection can be made. 

• 4. Vacancy notices will normally be given Agency-wide distribution 

(.classified as necessary), but unique positions involving special 
training, exceptional qualifications or sensitivity may be restricted 
to specified offices or directorates. In those instances of limited 
distribution, the vacancy notice will be prepared by the component in 
which the vacancy exists. An information copy of the vacancy notice 
will be provided to the Office of Personnel, Staff Personnel Division. 
Representatives of the Staff Personnel Division are available when 
needed to assist in the preparation of these vacancy notices. 

5. Agency-wide vacancy notices will be prepared by the Staff 
Personnel Division in coordination with the office in which the vacancy 
exists. The Staff Personnel Division will disseminate copies of the 
Agency-wide vacancy notice to all component personnel or support offices 

of the Agency where they will be available for review by any interested 
employee. 

6. Applications for consideration against an Agency-wide vacancy 
notice will be submitted in writing through supervisory channels to the 
Staff Personnel Division. Supervisors will comment on these applications 
and are encouraged to counsel applicants with respect to their qualifi- 
cations for the particular position for which they wish to apply. 
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7. The Staff Personnel Division will serve as a focal point for 
receipt and forwarding of applications and will inform the holders of 
vacancy notice books when advertised positions are filled so that 
records may be kept current. 

; -iV 8. Applicants will be individually informed of the action taken 
on their applications. 

/Vacancy notices will be issued before resorting to external 
recruitment except for positions involving technical qualifications 
known to be unavailable within the Agency. This does not preclude 
the -simultaneous issuance of a recruitment request, but internal ap- 
plicants will be considered; before a final decision is made to accept 
an external application. • ' /;by vt.v ;>v:v :.:t . Vvv;; 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


JOHN W. COFFEY 
Deputy Director 
for Support 


DISTRIBUTION: ALL EMPLOYEES 
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SECTION III: MANAGEMENT OF STAFF PERSONNEL 



17. ASSIGNMENT POLICY 
a. GENERAL 

(1) The paramount consideration in determining assignments of personnel 
will be the needs of the Agency. Due consideration will be given to 
the career interests and the personal circumstances of the individual, but 
these must be subordinated to Agency requirements for his services in a 
particular assignment. 


(2) Ordinarily, the best qualified employee available will be selected for a 
given assignment. However, employees and supervisors must recognize 
that an important factor in making assignments is the improvement of 
the professional competence of the Agency, and that on occasion selec- 
tions will be made primarily to afford an employee a developmental op- 
portunity commensurate with his potential and career goals. 

(3) Assignments will normally be made to a position at the employee’s grade. 
However, an employee may be assigned to a position of lower or higher 
grade under the circumstances outlined in subparagraph d or e below. 


(4) Employees in training or developmental activities or who for other reasons 
are not expected to perform the duties of some staffing complement posi- 
tion ar^tHi^assigned to development complement status as prescribed 
in HI' r 


r*b. OFFICIAL RECORD. The official record identifies an employee with an au- 
thorized position or shows him to be in a development complement status. 
(1) ASSIGNMENTS 


(a). An employee’s official assignment to an authorized (planned) position 
means that he is - 

«) performing at his grade level the type of duties which are covered 
by the service designation and title of the position; 

. ( 2 ) under the command of the organizational element shown on the 
official record; and 


(3) at the geographic location shown on the official record. 

(b) An employee should be officially reassigned to development comple- 
ment status whenever he does not perform the duties of an authorized 
position for a period of 30 calendar days or longer. 


(2) INTERNAL DETAILS. The detail of an employee to a position outside the 
Jurisdiction of his Career Service or to temporary work for 30 days or more 
in development complement status will be recorded in the official personnel 
record. In addition to the Official Personnel Action, such record will include 
a Memorandum of Understanding covering the circumstances and antici- 
pated duration of the detail agreed to by the Heads of the Career Services 
concerned, by the employee, and by the Operating Official gaining the 
, e f? loy f e s services. The responsible officials will review internal details 

fn I?,? t0 6nSUre that continua tion of the arrangements 

in each case is desirable. 


(3) RECORDING CHANGES. Appropriate changes in official records should 
be timed whenever possible to coincide with the events which they renre- 

sent and, in any case, effected as soon as possible after the occurrence 
U of such events. 


-►Revised: 6 November 1973 (771) 
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c. RESPONSIBILITIES 


(1) HEA DS OP INDEPENDENT OFFICES AND OPERATING OFFICIALS. 
Heads of Independent Offices and Operating Officials should anticipate 
the personnel requirements of their components and notify the Heads of 
the Career Services concerned of such requirements through appropriate 
channels. 

(2) HEADS OF CAREER SERVICES. Heads of Career Services select person- 
nel for assignment to operating components in response to stated require- 
ments. If recruitment is necessary to obtain personnel to meet antici- 
pated needs, the Head of the Career Service concerned should notify the 
Director of Personnel. 

(3) DIRECTOR OF PERSONNEL. The Director of Personnel in meeting the 
recruitment requirements of the various Career Services gives first con- 

. r sideration to the availability of qualified individuals serving in the 
Agency and, second, undertakes external recruitment when appropriate. 
In discharging his responsibilities for internal Agency recruitment, the 
Director of Personnel will maintain records of the qualifications of Agency 
'personnel and will also use, as appropriate, pertinent data available from 

' other components, including training reports and information developed 
by the Psychological Services Staff, Office of Medical Services. 

(4) DIRECTOR OF SECURITY. The approval of the Director of Security is 
required for reassignments to the Operations Directorate or to the foreign 
field. An information copy of Form 1152 covering other reassignments 
should be forwarded to the Office of Security. 

(5) DIRECTOR OF MEDICAL SERVICES. The Director of Medical Services 
determines the medical fitness o^mnlovees for certain categories of as- 
signments as prescribed in 

(6) SUPERVISORS. Supervisors at all echelons are responsible for the proper 
utilization and continuing evaluation of personnel assigned to their re- 
spective jurisdictions. They will advise the Career Service concerned, 
through appropriate channels, when there is evidence that an employee 
is misassigned. 


a. ASSIGNMENT TO A POSITION OF HIGHER GRADE. An employee may occupy 
a position of a grade higher than his grade when 

(1) for training purposes the assignment is intended to afford the employee 
broader developmental opportunities in his career field; or 

(2) the employee is the best qualified person available at that time for the 
position. 

r* However, an employee will not under normal circumstances be assigned to 
a position which is more t han t wo grades above h is grad e. Any proposed assign- 
ment which is an exception to this policy will be submitted for concurrence 
to the He ad of the Care er Ser vice concerned before it is submitted with full 
L justification to th e Director of Personne l for approval. 

■x 

e. PERSONAL RANK ASSIGNMENT 

(1)A personal rank assignment is the assignment of an employee to a position 
of a grade lower than his grade. An employee will not normally be as- 
signed to a position which is more than two grades lower than his grade. 
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assignment may be approved by the Director of Personnel 
when the Head of the employee’s Career Service states that one of the 
following conditions exists: uie 

■ <a) The employee is to be competitively promoted but must complete his 

' 1 ? promotio^i S gnm61lt ln a position of lower gra <Je than Ws grade after 

(b) The employee is the only qualified person available for assignment to 
■ ,v a position that must . be filled immediately. 

'l : ! !. (C> ySe pos ®f s f such . ™™sual background, contacts, or quali- 

■ cahonsfora paiticular position that his assignment to that position 
. ,,is> essential to an Agency program. 

: : (d) employee’s service record and qualifications demonstrate satis- 
',,' Jf ct ° ry Performance at his grade, and staffing plans will provide a 

• ' " SS ?' that Sra f ! n the near future - but appropriate assign- 

ment or proper grade is currently available. 

v (e) The employee Is to obtain specific exeperience essential to the planned 
; . future use of his services. p nea 

(2) Under any of the above circumstances, a personal rank assignment may be 

OfE? d f ° r a spe “* led maximum period agreed upon by the Operating 
Official concerned, the Head of the employee’s Career Service, and the 
Director of Personnel. At the beginning of each calendar year. Heads of 
Career services will review personal rank assignments of employees under 
their jurisdiction and initiate such action as may be called for as reas- 
signment to suitable positions at appropriate grade levels, other corrective 
measures, or extension in the event an assignment should be continued 
beyond the approved period. A report of such review and measures taken 
will be furnished the Director of Personnel. 

|-*f. REASSIGNMENT. It is in the Agency’s interest to assign Career Employees to 
wher ®. tbey can t develop and apply their abilities to the maximum 

objectives* 1 Satlsfacfcl0n through the achievement of Agency and personal 

(1) The Director of Personnel publishes vacancy notices to advertise the 

. qualification requirements of positions for which the Heads of Career 

Services wish to solicit candidates. Interested employees with the requisite 
qualifications are encouraged to inform the Director of Personnel of their 
desire to be considered for reassignment to such positions. 

(2) fi n employee seeking reassignment within his Career Service should make 
this interest known to his Career Counselor. The Heads of Career Services 
will ensure that such requests for reassignment receive full consideration 
and that reassignments in the employees’ interest are arranged whenever 
practicable in terms of the requirements of the service. 

(3) Operating Officials will expedite the necessary arrangements to effect 
reassignments which have been determined desirable by the Career Service 
or Services concerned. 

14) The Director of Personnel will coordinate reassignment arrangements 
between Career Services when appropriate. The reassignment of an in- 
dividual from one Career Service to another is made on the basis of the 
requirements of the Career Services involved and the career goals of the 
individual concerned. The Director of Personnel reassigns an individual 
. V °, m . . one . p areer Service to another only after consultation with the 
individual and the Heads of the Career Services concerned. 
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